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MEMORANDUM
TO Al Immgration Court Enpl oyees
FROM Ofice of the Chief Immgration Judge
SUBJECT: Qperating Policies and Procedures Menorandum No. 02-5:

Excused Absence/ Admi ni strative Leave for Attendance at
Conf erences and Conventi ons

This Operating Policies and Procedures Menorandum ( OPPM
establishes the policy concerning the approval and use of excused
absence/adm ni strative | eave to attend conferences and
conventions. Reference to this information is contained in the
Human Resources section of the EO R Adm nistrative Manual, under
Enpl oyee Devel opnment and Trai ning, and al so under Leave and Ti ne
and Attendance.

The use of excused absence/adm nistrative |eave to attend
conferences or conventions is generally restricted to those
situations in which the enployee is an official representative of
the organi zation involved or is a contributor on a conference
agenda. The condition for granting adm nistrative | eave in these
situations is that the enployee’'s participation will serve the
interests of the Departnent of Justice, the Executive Ofice for
| Mm gration Review (EOR), or the Ofice of the Chief Immgration
Judge.

In those instances in which an enpl oyee has been invited to
partici pate as a speaker or a contributor at conferences and
conventions, outside of the EO R, he/she nust first nake a
witten request to their supervisor seeking approval for the
absence fromduty, either by requesting annual |eave, |eave
wi t hout pay, or as administrative |eave with pay. The supervisor
Wil consult with the Ofice of General Counsel (O3C) to ensure
there is no conflict of interest or ethics concern over the
enpl oyee’ s participation. |f clearance is received from OGC
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then the supervisor will make the decision to approve or
di sapprove the request.

On occasion, an enployee nay attend a conference or
convention at his or her own expense. Normally, the enployee
will request annual |eave or |eave wi thout pay for the period of
absence to attend the event. However, in limted circunstances
(for exanple, if sufficient training funds are not avail able and
the enployee is wlling to assune the costs of the conference AND
the enpl oyee’ s attendance is deened to be in the Departnent’s
interest), the enployee may seek approval for admnistrative
| eave to attend the event. |In these instances, the request for
adm nistrative leave is to be submtted through the official
supervi sor

In those instances in which attendance at conference,
convention, or other neeting is directly related to the
enpl oyee’s work, and includes job related skills training, the
enpl oyee may request approval for training funds through a
properly executed Training Authorization Form (SF-182). If the
SF-182 is approved, the enployee will be in a duty status for
time and attendance reporting purposes during the training
session. In this situation, the use of excused absence/
admnistrative |l eave is not applicable.

Questions concerni ng excused absences/adm nistrative | eave
may be directed to the O fice of Human Resources, at (703) 305-
1561.
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Michael J. Creppy
Chief Immigration Judge
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